Use this as a starting point.
Adapt this template for a letter or email from top level management to employees -
Dear [Employee name]
I’d like to invite you and your family to join our team at the Leukaemia Foundation’s Light the Night event this September.

Venue: ###
Date: ## September
Time: 5.30pm
Our team will gather at twilight with other families, friends and work colleagues and each person will shine a special lantern:
· Gold ‘Love’ Light – to remember a loved one

· White  ‘Life’ Light – to reflect on their life with blood cancer

· Blue ‘Hope’ Light – to give hope and support others


As night falls and the lanterns glow more brightly, you will hear inspiring stories as the special moment arrives – a gentle scenic walk to Light the Night.

Money raised will fund leukaemia, lymphoma and myeloma research and free services to support the 40,000 Australian families facing the challenges of blood cancer today.
It costs just $20 to register, and everyone who registers will receive entry to the walk, live entertainment, access to food stalls and, of course, a beautiful lantern to keep. (Children 12 and under are free – there is no need to register them, just bring them on the night and they will be given a lantern to shine.)
We also encourage you to collect donations in the lead up as the Leukaemia Foundation needs our help to raise $1.5 million. The Foundation receives no ongoing government funding, and relies on the generosity of people like us. 

By accepting this invitation, you’ll be part of our business’ commitment to caring for the wellbeing of our community. You’ll also give yourself an extraordinary experience.

So be an angel and join our team today by contacting our Team Captain (Name and contact details).

Because if we all come together, we can create a brighter future. 
Yours sincerely

(Signature)

